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Preservation Essentials—Lynn Smith, Assistant Editor, Hoover Presidential Library
Good-bye and Welcome
Lynn Smith has completed her term as assistant editor for “Preservation Essentials.” Many thanks to Lynn for 
three years of instructive articles on such wide-ranging topics as audiovisual assessment; scrapbook preservation; 
moving collections; nitrate film; preservation; outreach and education; disaster salvage; and the exhibition of 
archival materials.
Taking over is Sara Holmes from the National Archives of St. Louis. Welcome, Sara! MACers interested in writing 
a column for “Preservation Essentials” are encouraged to contact Sara at sara.holmes@nara.gov.
This Map Doesn’t Fit in the File; Shall I Fold It? 
By Lynn Smith
Just as traditional materials, such as legal and letter size 
paper and photographs, require safe storage in a climate-
controlled environment, so, too, do maps, posters, blue-
prints, and large architectural drawings. These materials 
must be protected from physical damage and chemical, 
light, and other dangers. This article will provide tips for 
storage of oversize materials.
The best place to store maps, posters, and other large 
items is a large archival storage box or map case for a large 
quantity. Ideally, the cabinet will be made of heavy-gauge 
steel with a baked enamel finish. When placing a case, be 
sure to leave adequate space around it to allow drawers to 
open fully. It is helpful to have a large flat surface nearby 
for temporary placement when filling drawers. The draw-
ers should be on ball bearing rollers that do not slide on 
grooves. Drawers should be no more than two inches 
deep and never filled completely. The backs of the drawers 
should have metal hooks to prevent items from slipping 
out the back. They should also have a stop device in the 
front so individual drawers cannot be completely pulled 
out of the case. A non-vinyl dustcover in each drawer is 
also beneficial in order to protect materials from harm.
Large boxes made from single or double wall corrugated 
board provide stronger and better protection than standard 
(60-point) boxes with metal corners. If items are too large 
for cabinets or boxes, they can be gently folded once to 
fit in the box or drawer. When folding paper, fold it with 
the grain and do not crease it.1
Whenever possible, even when stored in a box or map case, 
oversize items should be stored in folders of heavyweight, 
20-point stock. As Mary Ritzenhaler writes in Preserv-
ing Archives and Manuscripts, “Folders with an alkaline 
reserve provide stable, long-term protection for blueprints 
(especially if environmental conditions are not ideal).”2 The 
folders, which should be cut to fit the inside of the box or 
drawer, will provide support and additional protection for 
the items in storage and will allow for labeling without 
marking the actual documents. Folders also make for safer 
transit between the storage area and reading room when 
materials are requested by a researcher. Pieces of alkaline 
buffered paper, or 4-mil polyester film, cut a bit smaller 
than the folder, can be used to interleave the oversize items. 
Do not use polyester film with art/drawings made with 
charcoal or pastel because of the threat of static which 
could harm the artwork.
Sometimes materials are too large to be stored in a box or 
cabinet drawer. According to Ritzenhaler, “An acceptable 
alternative is to roll them around the outside of alkaline tubes 
(solid construction, buffered paper laminated with a neutral 
pH adhesive). Commercial quality cardboard tubes may 
also be used if they are first covered with a piece of polyester 
film.”3 Never tightly roll an oversize item and insert it inside 
of a tube. Place only one document around a tube unless 
it is a unit, such as a set of related blueprints. In that case, 
roll all items simultaneously around the tube, not one at a 
time. Items should be rolled so the image or informational 
content faces the tube, and sheets of alkaline tissue or paper 
can be used to interleave to items. An outer wrap of strong, 
alkaline-buffered paper should go on top to protect from 
light and allow labeling. For additional protection, polyester 
film can be used as a second outer layer. Ritzenhaler advises 
that “Rolled items should be stored flat in cabinets designed 
for rolled storage (such as architectural cases), on the tops of 
map cases, on oversize shelves, or in large flat boxes, and not 
upright in bins or standing on the floor, which will cause 
the items to shift to the bottom of the tubes with increased 
possibilities for damage.”4
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1. Mary Lynn Ritzenthaler, Preserving Archives and 
Manuscripts (Chicago: Society of American Archivists, 
1993): 90.
2. Ibid, 89.
3. Ibid, 91.
4. Ibid.
SAA Opens Access to Publications 
through HathiTrust
In a happy example of the power of unanticipated 
consequences, the Hathi Trust Digital Library has 
released a treasure trove of publications from the 
out-of-print catalog of the Society of American 
Archivists. The publications were digitized by Google 
in its various large-scale conversion partnerships with 
research universities. SAA authorized HathiTrust to 
release the publications under a Creative Commons 
license, making them freely and openly accessible in 
digital form.
SAA has granted full-view permission for 82 out-of-
print publications. The oldest item is August Robert 
Suef low’s A Preliminary Guide to Church Record 
Repositories (1969). Highlights among the released 
publications include the original SAA Fundamental 
Series, important SAA planning reports (e.g., Planning 
for the Archival Profession, 1986; Image of Archivists, 
1984; and Evaluation of Archival Institutions, 1982), 
and Steve Hensen’s Archives, Personal Papers, and 
Manuscripts (1989). Also available now are three 
glossaries of archival terms spanning a 30-year-period 
(Evans 1973; Bellardo 1992; Pearce-Moses 2005). A 
1996 reprint of T. R. Schellenberg’s archival classic, 
Modern Archives: Principles and Techniques, is also 
included in the release.
Beyond individual publications, the material avail-
able in HathiTrust includes a full run of the SAA 
Newsletter from 1979 to 1998 and a two-volume 
compilation index for the first 30 volumes of American 
Archivist. Volumes 1 through 62 (1938 to 1999) of the 
journal are fully viewable through the HathiTrust 
interface.
The full list of SAA publications in HathiTrust 
is available at http://babel.hathitrust.org/cgi/
mb?a=listis;c=1406499934. For more information 
on the HathiTrust, please see their gateway, available 
at http://www.hathitrust.org/.
